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FOREWORD 
 
 
 
The substitute teacher is a very important part of our students' education.  
When a classroom teacher must be absent, it is most reassuring to have 
qualified and capable substitutes to conduct classroom instruction. The role 
of a substitute teacher is a challenging and difficult task that requires both 
skill and dedication. 
 
This handbook serves as a framework for you as you carry out your duties 
as a substitute teacher for Little Cypress-Mauriceville CISD.   
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LCM SCHOOLS 
 
Little Cypress Elementary, 886-2838 
5723 Meeks Drive, Orange 
Amber Hawk, Principal 
Lisa Fisher, Secretary 
 
 
Mauriceville Elementary, 745-1615 
20040 FM 1130, Orange 
Carie Broussard, Principal 
Elizabeth Coleman, Secretary 
 
 
Little Cypress Intermediate, 886-4245    
2300 Allie Payne, Orange 
Michael Ridout, Principal 
Jessica Russell, Secretary 
 
 
Mauriceville Middle, 745-3970 
19952 FM 1130, Orange 
Heidi Strandberg, Principal 
Jewel Chaddrick, Secretary 
 
 
Little Cypress Junior High, 883-2317 
6765 FM 1130, Orange 
Jason Yeaman, Principal 
Natalie Wilson, Secretary 
 
 
Little Cypress-Mauriceville High School, 886-5821 
7327 North Hwy 87, Orange 
Ryan DuBose, Principal 
Brandy Cricchio, Secretary 
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BOARD APPROVED SUBSTITUTE LIST 
 
Prospective substitute teachers must pick up a substitute application packet at the 
Administration office located at 6585 FM 1130, Orange, TX, and return it to the Human 
Resources Manager.  The packet must include all required documents as listed on the 
instructions included in the packet.  Incomplete packets will not be accepted.  
 
Additionally, prospective substitutes must complete an online course, be fingerprinted 
and pass a national criminal history check.          
 
Once the above requirements are met, the applicant’s name will be presented at the 
next LCM Board meeting for approval.  Board meetings are scheduled, on the first 
Monday of each month, unless otherwise scheduled. 
 
The substitute should notify the personnel office of any change in address or  telephone 
number or to be removed from the substitute list. 

 
QUALIFICATIONS 

 
The district shall attempt to hire certified teachers as substitutes whenever possible; 
however, no person shall be employed as a substitute who does not have at least a 
high school diploma. 
 
Principals can give first consideration to the most qualified teachers on the approved 
substitute list.  
 

FRONTLINE EDUCATION ABSENCE MANAGEMENT (FORMERLY AESOP) 
 

The district uses a web-based system called Frontline Education Absence Management 
(formerly AESOP) to manage employee absences and to fill those absences with 
substitutes, when needed.  Teachers enter their absences into the system, and if a 
substitute is needed, the system begins looking for a substitute. 
 
As a substitute in the district, you will receive an ID and password that will allow you 
access to AESOP online at www.aesoponline.com or by phone at 1-800-942-3767. 

You will be able to accept substitute jobs in three ways.  First, you will be able to get 
online and see what substitute jobs are available and accept jobs online.  Second, if you 
do not have internet access, you will be able to call into the AESOP system and hear 
the jobs that are available and accept a job that you desire, and third, if jobs are not 
filled by someone accepting the job online or by calling in, the AESOP system will call 
substitutes that do not already have a job in the system for that day, so you can accept 
jobs when the AESOP system calls you. 
 
Additionally, there are times when teachers call in absences at the last minute, and 
AESOP is unable to fill the job.  In these situations, personnel from the campus will 
make calls to available substitutes to try to fill the position. 
 

http://www.aesoponline.com/
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PAY SCHEDULES AND PAY PERIODS 
 

Direct deposit is mandatory.  Substitutes are paid on the 17th of each month for all days 
worked in the previous month.   
 

For the purpose of pay rates, substitutes are defined in the following manner: 
 

 
Non-degreed – High school graduate. 
 

 
Degreed – Highest level of education is a bachelor’s degree or above. 
 

 
Certified – A degreed substitute who also has a Texas teacher certification in the    
                area of their substitute assignment. 
 

Long-term – A substitute who is continuously employed for the same  
                   teacher for more than 20 days.  
 
 

Substitute Pay Schedule 
Non-degreed - $65 a day 
Degreed – $75 a day 
Certified - $75 a day 
Sub for RN with District Training - +$5/day 
 
Long-term substitute pay schedule 
Non-degreed - $75 a day beginning on the 21st day 
Degreed – $100 a day beginning on the 21st day 
Certified - $140 a day beginning on the 21st day 
The daily rate of pay for a paraprofessional substitute is always $60.00 per day, 
regardless of the substitute’s level of education. 
 

UNIVERSAL AVAILABILITY REQUIREMENTS 
 FOR RETIREMENT ANNUITIES 

 

The Internal Revenue Service is expanding an outreach effort to ensure that public 
schools throughout the United States are complying with the universal availability 
requirements for retirement annuities they may offer.  The law requires that all public 
school employees normally expected to work 20 hours per week must be offered the 
opportunity to participate in a 403 (b) plan if the school or district sponsors one. 

 
Little Cypress-Mauriceville CISD does sponsor a 403 (b) plan, and employees are 
encouraged to participate.  Contributing to a tax deferred annuity (403 (b)) gives you the 
opportunity to supplement other retirement plans and enjoy tax advantages along the 
way.   
 
Please contact the Payroll Department, at 883-2232, ext. 2210, for additional details if 
you are interested in participating in the annuity plan.  You may also contact a 
Retirement Service Specialist at 1-800-523-8422. 
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SCHOOL DAY SCHEDULES - TEACHERS 
 

Little Cypress Elementary  7:10 – 2:50 
Mauriceville Elementary  7:10 – 2:50 
Little Cypress Intermediate  7:10 – 2:50 
 
Mauriceville Middle   8:20 - 4:00 
Little Cypress Junior High  8:20 - 4:00 
High School    8:00 - 3:40 

 
The time before students arrive or following dismissal of students may be used to: 
 

· review lesson plans for the next day 
· correct work students have completed 
· leave a brief summary of your work for the day 

 
DRESS GUIDELINES 

 

 

 

Faculty and staff should dress in a professional manner. Proper grooming and attire 

have a positive impact on the learning environment. The campus principal and/or 

supervisor will be solely responsible for faculty and staff dress requirements. The 

wearing of jeans is not appropriate except on spirit/college days. 

Acceptable Dress-All Professional and Paraprofessional Staff: 

· Dress appropriately-clothes should be clean and neat 

· Shirts-Button shirts, polo style, blouses, dress shirts, sweaters, jackets, pullover 

· Pants-Slacks, Khaki pants, non-blue jeans 

· Appropriate undergarments 

· Skirts/dresses should be no shorter than 3 inches above the knee 

· Footwear-dress shoes, casual style shoes, nice tennis shoes, boots 

· Grooming-body should be clean and hair neatly groomed 

Not Acceptable Dress 

· Torn/ripped clothing 

· Yoga pants and leggings unless outer garment is fingertip length 

· Blue jeans-except on approved spirit/college days 

· Wind pants, warm-ups-other than coaches coming out of the PE classroom 

· Clothing that is too tight, too short, or revealing 

· Visible undergarments 

· Backless apparel/exposed midriff 

· Casual flip flops 

· Political messages on clothing 



         

7 

 

In certain instances where job duties on a particular day will be such that jeans are 

more appropriate; the principal may approve the wearing of jeans for that instance. 

Shorts and other athletic wear may be worn for a specific activity approved by the 

principal in advance. Principals/Directors may approve different dress guidelines for 

employees in special classes or work areas. Physical Education staff should wear 

cover-ups over shorts in areas other than those designated for physical education. The 

principal may approve variations in the dress code for special situations such as field 

trips, field day, spirit days, workdays, etc. and for those individuals whose 

responsibilities may necessitate an alternate form of dress.  

 
 ATTENDANCE ACCOUNTING 

 
ELEMENTARY SCHOOLS 
 
In the elementary schools, attendance is checked early in the morning, and the 
absentee list is sent to the attendance clerk in the office.  All students who arrive late 
must check through the attendance clerk.  If they arrive before 9:00 a.m., they are 
marked tardy and if arrival is after 9:00 a.m., the student is marked absent. 
 
SECONDARY SCHOOLS 
 
In the secondary schools, attendance procedures will be provided to substitute teachers 
on each campus. 

 
 
 
 

FIRE AND EMERGENCY DRILLS 
 
For safety purposes, it is necessary for substitutes to be familiar with fire and 
emergency drills for each building. This information is available in the office and 
classroom and should be reviewed by the substitute. 
 

STUDENT ILLNESS OR ACCIDENT 
 
If a student becomes ill, he/she should be given a corridor pass and sent to the school 
nurse or to the office.  In case of a serious accident or injury, send for the school nurse 
or school office personnel for assistance.  Under no circumstance should a substitute 
teacher administer any type of medication. 
 

SUBSTITUTE'S RESPONSIBILITIES 
 
Prior to entering the classroom: 

 
1. Report for work promptly through the principal's office. 
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2. Notify the office immediately if an accident or serious discipline problem occurs. 
 
3. Assume the duties of the teacher, which may include: 
 

· Lunch duty 
· Collecting lunch money and/or other funds as required and depositing the   

funds in the appropriate place 
· Duty before or after school and between periods 
· Keeping and posting attendance 

 
4. Introduce yourself to the teachers on both sides of your classroom. 
 
5. In the classroom before school, place your name on the board. 
 
6. Review classroom rules and locate school evacuation map. 
 
7. Review lesson plans and discuss any questions with the principal or a grade 

level or department team leader. 
 
8. Follow lesson plans left by the permanent teacher as closely as possible. 
 
9. Study the seating chart.  (If you can’t find one, get ready to make your own.) 
 
10. Greet students at the door. 
 
11. Move about the room to monitor the students' responses and to provide 

assistance if written work is assigned. 
 
12. Check written work, but do not assign scores. 
 
13. Keep the teacher's grade book, lesson plan book, textbook records, and 

attendance records in a secure place.  These items should not be left unattended 
and are confidential. 

 
14. Provide the teacher with a summary of the activities of the day in the lesson plan 

book and complete a Substitute Teacher Report (ppg 23-26) for the permanent 
teacher. 

 
15. Turn off the lights and electrical equipment before leaving for the day. 
 
16. Check out through the office before leaving for the day. 
 
17. Report any unusual behavior or activities to the principal or assistant principal. 
 
18. Check to see if you will be needed again the next day. 
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AT THE END OF THE DAY 
 
After the students have been dismissed, take a few minutes to complete the “Substitute 
Teacher Report” for the permanent teacher.  Write a detailed summary of what was 
accomplished during the day. 
 
If you were unable to carry out the plans, explain why and indicate what you did instead.  
Leave your name, phone number, and an invitation for the permanent teacher to contact 
you if they have any questions. 
 

RESPONSIBILITIES THAT SHOULD NOT BE 
UNDERTAKEN BY THE SUBSTITUTE 

 
1. Issue textbooks or workbooks unless approved by the principal. 
 
2. Complete student progress reports or report cards unless substituting in a long-

term situation. 
 
3. Record grades in grade books unless approved. 
 
4. Administer special tests. 
 
5. Give medication to students. 
 
6. Administer corporal punishment. 
 

 
 
 

BEHAVIOR MANAGEMENT 
 
The substitute teacher is expected to maintain a level of discipline in the classroom, 
which is conducive to good learning.  A well-organized and skillfully conducted class will 
have fewer discipline problems.  A positive attitude will do much to win the respect of 
your students.  The points below offer some sound and proven advice. 
 

· Start your day in the manner in which you wish to continue. 
 

· Know what lessons you will present, at what time you will present them, 
and what method you will use. 

 
· Observe carefully prescheduled routines (homeroom, breaks, lunches). 

 
· Avoid threats, yet be assertive. 

 
· Strive for consistency and fairness. 

 



         

10 

 

· Stand when presenting a lesson. 
 

· Speak loudly enough to be heard but softly enough to command attention. 
 

· Correction should be constructive. 
 

· Reprimands should be private whenever possible. 
 
Additionally, the selected principles of discipline listed below may be helpful to you. 
 
1. Don't overreact.  Irrational responses to discipline problems can sometimes 

cause more trouble than you began with.  Keep your emotions under control and 
think through the situation before you react. 

 
2. Expect the unexpected.  Try to anticipate problems that might occur.  It is 

important to estimate in advance what problems might occur with any given 
lesson or teaching situation.  Small group work, large group discussions, games, 
and field trips all have the possibility of going wrong if you are not prepared for 
what could happen. 

 
3. Don't lose your perspective. As a substitute, you must learn to use the class as a 

barometer for determining if certain behavior is distracting.  If you are annoyed 
but the class isn't bothered by certain behavior, you become more of a distraction 
by making an issue of it. 

 
4. Don't try to solve a complicated discipline problem on the spot.  If you do, the 

remainder of the class is off task.  Simple problems can be solved quickly with a 
look or headshake, but complex difficulties deserve more time and rational 
thought than you are able to provide as a short-term substitute. 

 
5. Make your expectations clear to the students.  Misbehavior should not be the 

result of misunderstanding.  It is important to outline expectations for the day 
and/or particular lesson.  It is helpful to list the chronological events of the day or 
class period so that students can know what the routine is going to be. 

 
6. Keep things organized.  Students must know what they are supposed to be 

doing.  Not knowing what to do causes students to get off task and into trouble. 
 
7. Maintain physical proximity.  Move around the room and keep eye contact with 

as many students as possible. Even during seatwork or small group work, 
students need to know that you are part of the action.  Failure to project a whole 
room presence and awareness leaves the substitute outside the group, putting 
him or her in a position of not being in touch with the interactions that occur in a 
classroom setting.  A substitute who doesn't circulate runs the risk of ignoring 
bad behavior simply because he or she does not know that it is going on. 

 
8. Deal with problems in the context in which they occur.  You must not only 
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consider what caused the disruption in each special case, but you also must pay 
attention to the time of day, the time of year, and where the students have been 
before coming to you.  Classes before or after lunch, gym, or recess can cause 
special problems that must be considered. 

 
9. Solve problems yourself whenever it is possible.  You should refer serious 

problems to the principal or assistant principal, but routine problems should be 
handled by you. 

 
10. Treat students with respect and expect good behavior.  Students tend to mirror 

your treatment of them and to live up to your expectations. 
 

PROFESSIONAL ETHICS 
 
1. Substitute teachers have a professional obligation even though they are not 

regular classroom teachers.  They should use extreme caution in expressing 
personal reactions and opinions about what they see and hear in the classrooms 
of the various schools in which they teach. 

 
2. Substitute teachers should dignify their profession by maintaining an attitude of 

cooperation with associates, respecting the authority of those in administrative 
positions, and by maintaining high standards of loyalty and service. 

 
3. Under no circumstances should substitute teachers criticize a regular classroom 

teacher or the students in the presence of the students or other teachers. 
 
4. Substitute teachers must avoid comparing one school with another or comparing 

the children in one neighborhood with those in another neighborhood. 
 
5. Substitute teachers should address their complaints, comments, and/or 

questions to the building principal. 
 

ELEMENTARY AND SECONDARY SCHOOL PRACTICES 
 

1. Be punctual in every capacity (arriving to and from lunch and conference period, 
checking roll, etc.). 

 
2. Stand at the door during every class change, observing both the hallway and 

classroom. 
 
3. Check the room when first entering, after every class change, and before leaving.  

The room should be neat, clean, and orderly when leaving for the day. 
 
4. Keep students away from and out of the windows and blinds. 
 
5. Protect and safeguard all personal items, equipment, and other school property. 
 
6. Practice good energy conservation.  Turn out the lights and turn off all electrical 
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equipment before leaving the room at any time. 
 
7. Keep an orderly classroom.  Desks should be arranged away from the walls, 

windows, and chalk trays at all times. 
 
8. Receive and dismiss students in an orderly fashion. 
 
9. The teacher's grade book, lesson plan book, seating charts, textbook records, 

and attendance roll sheets are very valuable documents.  Know where they are 
at all times and protect them. 

 
10. Know and follow campus policies for allowing students to leave the room, 

including the issuing of hall or restroom passes. 
 
11. Report any unusual happenings to the principal immediately. 
 
12. Enforce all school rules. 
 
13. Become familiar with the teacher's daily schedule, which includes amount of time 

for each subject, time to arrive in the cafeteria, P.E. time, restroom time, and  
 dismissal time. 


